
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See F’ublication No. 76-RM-1 for instructions on ampkting th i s  form. ‘Forward signed original to 
Department of Archives and History, Rewrds Management Division. 33Q Capitol Avenue, Atlanta, Georgia. 30334. 
Attention: scheduling Section. 

FOR AGENCY USE 1. rpnq Address FOR RECORDS MANAGEMENT USE 
APPllsnlon mte Department of Education nppl*cat>on Nu- 

April 1982 Office of Planning and Development B2.-€3\ 
*ppcwtion Nu* Associate State Superintendent Chte Received mu CWnPleted 

Atlanta, Georgia 30334 

2 Rrron 0 -tact Working TMe Telephone Number 

3. ActiinRequerted 

Patricia D. Anderson Administrative Secretary 656-2410 

a. 19 Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dirpose of present accumulation: no further accumulation mticipated. 
c. 0 Amend Application No. Checkhe: 0 Chanqe; 0 Supercede: Void 

4. Dates of Serii 
Earliest wst Office of P lann ing  and Development Departmental Files 

5. Remrdr Seriis Titk (followed by title used in office; if different1 

I present 

6. D i v i i n  md Office Funaion What i s  the function of the Division and the Office in which th is  record series i s  created? - 
The Office of Planning and Development is responsible for providing state-level 
leadership to plan, administer and evaluate programs in the areas of Adult and Continuin 
Education, GED (high school equivalency certificates), Pupil Personnel and Guidance, 
Visiting Teacher Services, Career Education, Educational Improvement, Staff Development, 
Teacher Education, Performance-Based Certification, Teacher Certification, Student 
Assessment, School Psychology Services, Proprietary Schools, Private College/University 
Programs, Public School Standards, and Planning, Research and Evaluation. 

7. RacordSNiDncliption 

Documents relating to: 

This f i le  containsthefollowingdocuments (includeformnumbe?smd titles,ifit.nyl: 
Attach samples of the file. 

administering the Office of Planning and Development. 

memoranda to and from the Associate Superintendent and other 
Office Heads, the State Superintendent Of Schools. 

lnduded are: 

chrono/og!~~//y by fix@/ year,. thereunder 
Fik is arranged:, alplabetically by name of Office. 

8. Monthly Reference W e  

One to six months OM 

How often are records referred to which are: 

; Seven to twetve months old ; Thirteen to twenty-four months old 

twenty-five months and dder ? - 
9. Annubl Rate of Accumulation of Rccordr 



a. I s  this the official capv of,* ak? Originating Office not. wher e is it? X 

I I x I b. Da mC a i c r  mntain confidential information requiring IcaRiN handling? H yes, dte law or regulation. 

IS ores ever m u  

. .  X I  i. I s t h  is o n  of itJ 
x I i. -the r e w r d s u i e s p  . ?  

tatention Requiimtmr The following requires ttr series to be kept: 

a. State law years. d. Audit period yean. 
b. Statute of limitation years. c. Administrative need -years. 
c. Federal law Yea=. I f. Federal retention instructions vaars. 

Attach mpy Q excerl of laws Q regulations. Explain administrative need. 

I 
_. 

Office reference requirements 

12 Approved D*position Instructions This agency reeomme& that the file series be mi off at the end of each: 
0 Calendar Y u ;  sd Fiscal Year; 0 Other then. 

0 Hold in the current fikr area l I IOnth(S)  year(s);then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
Ed Destrov. 
0 Transfer to State Archives for permanent retention. 
0 Other I$pecitvl 

year(s): then 
vear(s); men 

gaph 12 are approved. 
(If d i s m d ,  8tbd, ktas 


